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thanks to her REMINGTON® ELECTRIC Typewriter 


And no wonder—electricity does the work 
—helps today’s smart women of letters 
turn out such truly beautiful work in so 
little time, with so little effort and so 
pleasing to the boss. 
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How PANAMA BEAVER 
“Vision Engineering = 
combats fatigue that cuts production 


White paper on a dark desk . . . black print on white 
paper ... reflected glare: these are the ‘‘optic 
ogres” that reduce efficiency as much as 25% in 
some offices . . . tire employees . . . slow production. 


And It costs you plenty! 


PANAMA-BEAVER eliminates the major causes of 
eye fatigue with a complete line of products which 
are ‘'vision engineered"’ for greater efficiency. For 
example, new EYE-SAVER Uni-Masters for spirit du- 
plicating now come in soft, eye-soothing jacket color 


sWama-BEAVER 


Coast to Coast Distribution 


MANIFOLD SUPPLIES CO., 
19 Rector Street, New York 6, N. Y. 


tints on special no-glare paper. Typing stands out, 
never strikes back! (You still get the same brilliant 
copies in the same remarkable numbers!) 


And you'll find the same scientific ‘vision engineer- 
ing’ in all PANAMA-BEAVER products, from Hypoint 
colored carbon papers to Lustra Colorful Inked Rib- 
bons that harmonize with all papers and letterheads. 


Check into PANAMA-BEAVER “‘vision engineering” 
before you place your next order. It will pay you 
vastly! 
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Now...changing a ribbon is so clean and 
easy you can do it with white gloves on. 





New Royal Twin-Pak ribbon 
comes rolled in two cases. 
Nothing to wind! Nothing to thread! 


It’s a snap! Lift out the old Twin-Pak... 
drop in the new. No more smudgy fingers! 





ROYAL announces a brilliant new typewriter! 


Exclusive features include Twin-Pak, the clean and easy ribbon changer 
that takes the dirty work out of office typing 


Never before has a standard office type- 
writer offered you such brilliant typing 
speed and convenience...with such bril- 
liant-looking results. 


New Twin-Pak even makes ribbon 
changing a “‘cinch.”’ You do it in seconds 
and never touch the ribbon. So no more 
smudgy fingers. 


And Royal’s new “brilliant action” is 
light as a whisper... fleet as a breeze. 
Keys have a faster, more comfortable 
“*feel’’...the touch is lighter, tailored to 
the length and strength of your fingers. 


Fact is, everything’s easier on this 


brilliant new Royal Typewriter. Paper al- 
ways goes in straight and square. Won’t 
slip when you flip the paper release. 

A famous color stylist created those 
lovely Royal-tone hues to banish eye 
glare, brighten up your typing. In 
Cameo Pink, Sea Blue, Willow Green, 
Sandstone or Pearl Gray. 


Interested ? 
Drop a hint to your boss. Tell him 
this new Royal does more work... bet- 
ter-looking work... faster. Then prove 
it to him. Call in your Royal Represen- 
tative for a free office trial. 





standard 
typewriter 





Product of Royal McBee Corporation, world’s 
largest manufacturer of typewriters 
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In describing a leader, the late King George VI of 
England said: “The true leader is a man with the gift of 
vision and the desire in his soul to leave the world a 
little better than he found it. Such a leader does not 
demand immediate results, but is willing to strive for what 
appears to be unattainable, leaving it to his successors to 
gather the fruits, and is content if he can feel that what 
he did made that ultimate harvest possible.” 


Striking is the advancement of the thought that a true 
leader does not demand immediate results, even though 
willingly and devotedly putting forth immediate efforts! 
There may be the clue to the type of person who makes 
what is considered a good leader, one in whom the follow- 
ers have confidence because they know that the aim of 
the service being given is the advancement of the organi- 
zation and not of self. A leader who is truly serving the 
organization, not only for the present but with an eye 
toward the future welfare of the group, inspires faith and 
confidence—and wins support and assistance from loyal 
followers. A self-serving leader quickly loses followers and, 
worse, may be the cause of dissention and dissatisfaction 
within the ranks of membership, thus frustrating and wast- 
ing whatever efforts might be put forth. 


We have been fortunate in our Association in having 
members who are truly interested in and willing to help 
advance our programs at all levels. Members who, as 
leaders, build on the foundation laid by their predecessors, 
and who add to the structure rather than try to construct 
another. Members who look to the future while they lead 
in the present, and who vigorously and unselfishly work 





Mrs. Marie Starr 
Secretary 


to help complete the projects begun by their predecessors, 
while laying the groundwork for others that may not be 
completed by them but by their successors. 

Trust, responsibility, authority—these three are granted 
to leaders by their followers as they are earned, and cus- 
tomarily in the order shown. When the leaders have proven 
their right to trust, they are trusted with responsibility, 


(Continued on Page 9) 
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Up to now, you've had to touch a typewriter ribbon 
to change it. It’s messy and time consuming 
and you waste many minutes getting your hands dirty. 


Look-—you’re a quick-chancge artist! 


with Roytype’s® amazing new Twin-Pak ... and ‘‘letter-perfect” Park Avenue® Ribbon! 







New Twin-Pak ribbon for new mem, ——— To change, just lift out the old Look—no smudgy fingers! you 
Royal Standard and Electric eS Twin-Pak ...drop in the new. never touch the ribbon. You’re 
Typewriters comes rolled in two It’s so simple you can do it typing in seconds on “letter- 
plastic cases. There’s nothing to blindfolded! perfect” Park Avenue ribbon. 


wind! Nothing to thread! 


ee — Ts Order your Twin-Pak now with 

a a —A . : fee fr , Park Avenue ribbon—the ribbon 
a3 that lasts longer because it is 
longer. Makes a better impression 
because it’s extra sheer! 


ROYTYPE.. . carbon papers, ribbons 


quality supplies for all business machines 


Products of Royal McBee Corporation, world’s largest manufacturer of typewriters 
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{ Here's why |} 
ask for | 
SEA FOMIGOLD 
! for Lightweight } 
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1 @ More legible copies 
each typing 
(I've made as many as 13 
copies at one typing) 


2. Easy to handle 


... files compactly 









For all its light weight, . 
SEA FOAM has the strength and 
body to stand up in the file, 
3. 


Less Waste 
SEA FOAM is boxed. 
No frayed sheets to 
be thrown away. 


@ You'll like Sea Foam, too. Next time you 
need a lightweight for second sheets, say SEA 
FOAM to your supplier. It's watermarked, so 
you'll know you're getting the best. 


Write on your letterhead for sample: 


Dept. S-5 
BROWNVILLE PAPER CO. 
BROWNVILLE, NEW YORK 


SEA FOAM BOND 








the airlines secretary 


by 


BOB HELMER 
Public Relations Mgr. 
Trans-World Airlines 


Secretaries for Trans-World Airlines 
paraphrase their company’s widely ad- 
vertised slogan “Where in the World 
Do You Want to Go?” by giving it 
a purely personal touch. 

“Where in the world do I want to 
go this time?” they ask themselves. 

“Will it be a weekend at Laguna 
Beach in California or Jones Beach in 
New York? Or should I go to one of 
the resorts at Phoenix or Los Angeles?” 

Or for their regular vacations they'll 
plan for an European tour or stay at 
one of the Swiss, French or Italian re- 
sorts. 

Pass privileges give them a genuine 
interest in travel and most of the young 
women take advantage of these oppor- 
tunities, traveling with co-workers or 
with members of their families. 

Their eyes seem to have a permanent 
sparkle as they relive a recent vacation 
or anticipate the thrill of an upcoming 
one. 

These travel opportunities pay big 
dividends to the company as well, of- 
ficials point out. 

Not only do the secretaries preach the 
gospel of the benefits of air travel, but 
it makes them more interesting person- 
alities and steps up their job interest. 

Travel develops the fine art of cour- 
tesy and secretaries, as well as other air- 
line employees, are imbued with this 
quality. The industry has based its tre- 
mendous growth on this one quality 
alone. Teamwork and cooperation in 
office routine are a natural result. 

Since her boss is a frequent business 
traveler, an airline secretary finds her- 
self the keystone of his office. Her self 
reliance enables her to keep correspond- 
ence from piling up during his absence, 
yet she is sensitive to his interests in 
that she does not try to overstep her 
authority. 

And since travel also develops re- 


sourcefulness, she is able to meet office 
problems with aplomb. If others have 
problems, she is quick to offer a help- 
ing hand. 

One Kansas City TWA executive 
received a telephone call from a parent 
who was unable to go to the West Coast 
to return an infant staying with rela- 
tives there. They could pay for the 
child’s fare, but were financially unable 
to pay their own transportation. “Did 
TWA have an employee who would be 
returning to Kansas City who would be 
willing to bring the child back home?” 
the caller inquired. 

“I just happen to have a commuting 
secretary,” the executive replied, “and 
I'll ask her,” he said. Within a few 
minutes, he was able to assure the par- 
ent that his secretary would be willing 
to help them out by returning the child. 
While the arrangement is not a cus- 
tomary procedure, it does show the ex- 
tent to which secretaries build good will 
for their airline through similar acts 
of courtesy and cooperation. 

This same secretary plans a round- 
the-world flight this fall only because 
of her interest in people and places 
outside her own community. “Why do 
you want to fly around the world,” she 
was asked. “I’ve always wanted to ride 
a camel and see the pyramids outside 
Egypt,” she replied. 

The educational advantages of travel 
have enabled former secretaries to take 
over executive positions within the com- 
pany and the airline secretary's future 
is as promising as she cares to make it. 

Carter L. Burgess, TWA’s president, 
in a message to employees recently 
asked them “Where in the World Do 
YOU Want to Go?” and pointed out 
that “you can go as far as you have the 
will to go—the energy, the drive, the 
know-how to go.” 
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In the time it takes to smoke a cigarette...let us show you 


THE WORLDS FASTEST ELECTRIC 


with the worlds finest features 


Made for typists by typewriter experts, today’s Smith-Corona Office Electric is the 
electric typewriter which carries on where others left off. Call your Smith-Corona 
representative for a short, dramatic demonstration of this marvelous business machine. 





Sleek, clean, modern design, 
complementing faultless per- 
formance. Five lovely decorator 
colors. Exclusive Signal Light 
gives positive on-off indication. 


All the operating controls are 
grouped efficiently within the 
keyboard area. Result: No waste 
motion, less chance for errors. 
Faster, easier, better typing. 


The special keyboard slope and 
slightly slanted keys give un- 
matched typing comfort. Each 
key cushioned to prevent ‘‘flat”’ 
feeling and give livelier touch. 


You ned error control. 


You need error control. 





Baie 


Exclusive Half Spacing — the 
easiest, simplest method of 
error control. It permits correc- 
tions without time-consuming 
(and very costly ) total re-typing. 


SMITH-CORONA ELECTRIC 


best business connection you ever made 














By 
Dean Dorothea Chandler 


It is a pleasure to introduce your new 
Dean, Dr. Inez Ray Wells, Professor of 
Education, Ohio State University, Co- 
lumbus, Ohio. Some of you greeted her 
at St. Louis when she appeared as a 
member of the Institute. Perhaps you 
know that I have resigned from the 
Institute to devote my full time to teach- 
ing. 

During the few hours that I attended 
the St. Louis convention, I was delighted 
to have an opportunity to meet some of 
you, to talk with you, to answer ques- 
tions, and to renew acquaintances made 
while serving on the Institute. I appre- 
ciated the moments of refreshing con- 
versation with NSA friends from Puerto 
Rico, Hawaii, Canada, and many states. 
When it isn’t possible to talk together, 
we must communicate by letters, re- 
ports, or articles. I have considered my 
pege in THE SECRETARY this year 
as messages to each one of you. From 
your letters I’ve picked questions and an- 
swered them on the CPS page; questions 
asked in St. Louis indicate that there’s 
still a need for emphasizing some points. 

Last November my comments per- 
tained to the content of the CPS exam- 
ination and a few of the regulations. 
I have prepared a new brochure which 
may be printed this fall to help you 
explain the CPS program. 

In January you received the statistics 
prepared by Professor George Wagoner, 
chairman of the Research Committee. 
Please reread pages 10, 11, and 29 of 
that issue. On page 10 in column 2, 
there’s an important statement: 
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“All secretaries, regardless of their 
number, who score above the pass- 
ing mark for each section are ap- 
proved as passing that section. The 
number passing is determined in- 
dependently for each section of the 
examination.” 
“How Widely Recognized is CPS?” 
was printed in March; my comments 
were based on letters from employers 
of CPSs. My April article was devoted 
to the meaning of CPS. I shall quote 
the final sentences: “The combined 
words (Certified Professional Secretary ) 
become meaningful—a person guaran- 
teed to have quality and worth in a po- 
sition requiring experience and training 
and trustworthiness. Be proud of your 
professional status and encourage others 
to attain it.” 

At the time I wrote the May article 
based on a survey of half of last year’s 
CPSs, 76 percent had responded; now 
I have returns from 90 percent of the 
group. If you didn’t read the report, 
perhaps you'll want to find out what 
CPSs are thinking about almost a year 
after achieving CPS. 


The July CPS page was devoted to 
the promotion of CPS by NSA mem- 
bers, by chapters, and by CPSs. The 
August copy stresses a personal inven- 
tory to help you fit into the theme, 
“You Can Be Better Than You Are.” 


Best wishes to all of you. I shall 
watch with interest the growth of CPS. 
Now, Dr. Inez Ray Wells, your new 
dean, will greet you. 

* * * * 

Your expression of confidence in ask- 
ing me to assume the deanship of the 
Institute for Certifying Secretaries is 
greatly appreciated. I shall try my best 
to help you keep the Institute growing 





Certified Professional Secretary 


in its importance to NSA and to sec- 
retaries everywhere. 


During the past year as a member 
of the Institute my respect for the long- 
range purpose for which you are striv- 
ing through the Institute—the continu- 
ous growth. of secretaries, not “just” 
passing the CPS Examination—has in- 
creased. Certified Professional Secre- 
taries are mot satisfied with their ac- 
complishment in having completed the 
examination. Many have told me that 
the stimulus of the examination has 
served to show them that they can con- 
tinue to grow and to help others to 
grow; and they find life on and off 
the job more interesting as growth con- 
tinues. 

Through my acquaintance with NSA 
members, which has been concentrated 
up to this time in Columbus and the 
Great Lakes District, I have learned 
much that is helpful to me in my own 
work (teaching future business teach- 
ers). During the coming year I hope 
that I may extend the area of contacts 
with NSA members and that I may help 
you as you have already helped me. 

I know that you regret, as I do, the 
fact that Dorothea Chandler found 
it necessary to resign from the Institute 
before her term of office had expired. 
We shall all miss the direct contacts 
that we would have had with her 
through the Institute, but we shall con- 
tinue to count on her for guidance and 
support. 

When writing to me, address your 
letters to: 


Dr. Inez Ray Wells 

223 Journalism Building 
The Ohio State University 
Columbus 10, Ohio 
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(Continued from Page 4) 
THOUGHTFULLY WE CHOOSE OUR LEADERS .. .. 
and when they have shown their ability to take the respon- 
sibility for it, they are given authority. The right to these 
tributes is usually displayed long before positions of major 
leadership are attained. Scores of members who are work- 
ing at the basic levels in every one of our units are dem- 
onstrating their fitness as leaders. These are the members 
who steadily and steadfastly serve their fellow-members, 
and serve them well not only in the assignments that are 
newsworthy and noteworthy, but also in the routine and 
seemingly dull. 

Nor is a passive person being described here. We are 
speaking of a person, who, as King George VI said, “is 
willing to strive for what appears to be unattainable.” The 
interpretation here, of course, would not extend to striving 
for the accomplishment of the unseemly, nor would it 
encourage over-reaching. But it surely does imply the cour- 
age to work for the solution of the difficult and the 
achievement of high-reaching goals. 

In choosing our leaders then, and particularly our of- 
ficers, at every level, let us recall the words quoted by 
Mrs. C. R. Larimer, registered parliamentarian, in her 
article in the March, 1957, issue of this magazine: “Blessed 
is that leader who leads for the good of the most con- 
cerned, and not for the personal gratification of his own 
ideas. Blessed is that leader who leads without being dic- 
tatorial—true leaders are humble. Blessed is that leader 
who considers leadership an opportunity for service.” 
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The Secretary As A Member Of The Executive Team 





A business friend of mine operating 
a very successful company in Europe 
commented on the two ingredients that 
appeared to him to make American busi- 
ness more aggressive—first, business- 
men’s innate enthusiasm, and second, 
delegation of responsibility to the pri- 
vate secretary. Having dealt with a rep- 
resentative number of businessmen 
abroad, I could readily see that, while 
they are not unenthusiastic, they don’t 
possess the same brand of excitement 
about business as we Americans appear 
to enjoy. 

Reflecting on the observation of my 
European friend it is easy to see the 
evolution and a continual changing role 
of the modern secretary. “Private Sec- 
retary” is that revered status to which 
every energetic and enthusiastic young 
business girl aspires whether her busi- 
ness life fills the gap between school 
and marriage, or whether she has a life- 
time career in mind. 

Further in this evolution, profession- 
alism—the need for perfection—has as- 
serted itself in the form of CPS—the 
Certified Professional Secretary. There 
should be more secretaries on the CPS 
roll. The list is limited, I believe, be- 
cause too few secretaries have looked 
into the program and its present and 
future values to them. CPS has achieved 
stature by its rigid qualifications. CPS 
is the highest designation today for the 
well-trained, professional secretary. 

This article would not be complete 
without touching upon a pseudo-man- 
agerial status to which a few secretaries 
aspire, and in my opinion lose a great 
amount of their effectiveness to their 
companies, to their bosses, and to them- 
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by 
JAMES J. McKEON 


General Sales Manager 
The SoundScriber Corporation 


selves. In this situation the secretary 
has undertaken the delegation of her 
boss’s responsibility to such an extent 
that she feels a sense of the boss's au- 
thority as well. The ultimate frame of 
mind of such a person is that she is 
running the business, and all too often, 
she is—into the ground. 

The CPS Institute devotes consider- 
able time to preparing examinations. 
Especially interesting to me, as a new 
member of the Institute, was the “hu- 
man relations” aspect of the examina- 
tion. A secretary can possess all the 
purely professional attributes deserving 
of certification, proficiency in all aca- 
demic departments, but if she lacks the 
sensitivity of administering and recog- 
nizing good human relations conduct, 
she is not deserving of certification. 

The secretary assumes her role as a 
member of the executive team in so- 
liciting detail involving small responsi- 
bility at first, handling it to the satis- 
faction of the boss, and gradually tak- 
ing on more responsibility. Here is 
where the eager beaver secretary can 
get into trouble. She tastes responsi- 
bility and success in handling small de- 
tail and jumps in with both feet, taking 
on more than she can reasonably han- 
dle. One of the first responsibilities a 
secretary can cut her teeth on is the 
boss’s appointment book; he usually 
makes a bad job of it anyway. She 
should at all times keep her ear bent 
for appointments that he is making 
and promptly forgetting to write down. 

Much more professional for the sec- 
retary to develop as an ability is a 
proper manner of saying “no” to un- 
expected, uninvited, or unneeded vis- 
itors wanting to see the boss. In my 
capacity as advertising manager at 
SoundScriber for a number of years, 
my daily visits from magazine repre- 


sentatives could exclude doing any other 
work. And when all budget for the 
year is spent there is little point in 
talking every month with the same so- 
liciting representatives. One of the 
nicest compliments, and to my mind in- 
dicating a high degree of professional- 
ism, which one magazine salesman made 
about my secretary was, “She can say 
you are not available today, so nicely.” 

Virtually every executive’s job today 
involves numerous meetings and fairly 
frequent field trips, both usually sched- 
uled on a moment's notice. Here the 
secretary as a member of the executive 
team can show her administrative and 
organizational ability by being able to 
assemble quickly all pertinent data 
needed for that type of meeting or trip. 
This calls for a filing system which 
allows her to find things she put away 
two weeks ago, or two years ago with 
great speed. 

To join in the battle of attitude 
versus aptitude, I would say that the 
successful secretary today is already an 
important member of the executive 
team and because of her attitude, rather 
than aptitude. She’s adventuresome into 
the realm of executive responsibility, 
but not overbearing in the assumption 
of executive authority. She is willing 
to assume her responsibility and intelli- 
gent enough to limit her mistakes to 
no more than one of a kind. And, most 
certainly she discharges her responsi- 
bilities with a satisfaction that it is a 
stepping stone to greater stature, greater 
usefulness, and ultimately greater earn- 
ings. 

If you haven't ventured into your role 
as a member of the executive team, go 
to your nearest boss and take from him 
some responsible detail today. It’s a re- 
freshing experience and good for you 
too. 
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The Olivetti Lexikon Electric lets you 
type the world’s most beautiful letters, 
so quickly and clearly that compliments 
pile up the way work used to! (And the 
automatic switch shuts off the motor 
when you forget.) The Olivetti Lexikon 
Standard is every bit as handsome, and 
has many exclusive features to make 
life pleasanter for typists. Olivetti 
Corporation of America, 580 Fifth Ave- 
nue, New York 36, New York. 











CONGRATULATIONS, NEW CPSs!! 


Here are the 244 secretaries just added to the CPS ranks, making a new 
total of 1227 in the honored group. 


Anderson, Eleanor A. 
Portland, Ore. 
Anderson, Elenore J. 
Gunnison, Colo. 
Anderson, Mrs. Nearissa F. 
Oklahoma City, Okla. 
Anderson, Mrs. Vivian Larson 
Birmingham, Mich. 
Armstrong, Mrs. Beverly 
Minneapolis, Minn. 
Arnoff, Mrs. Sylvia 
Brookline, Mass. 
Arzt, Kathryne F. 
Jersey City, N. J. 
Bassett, Mrs. Betty K. 
Pasadena, Calif. 
Bates, Mrs. Athena B. 
Canoga Park, Calif. 
Batten, Marian N. 
Schenectady, N. Y. 
Beach, Harriet E. 
Tenafly, N. J. 
Bell, Mrs. Genevieve 
Portland, Ore. 
Benston, K. Marie 
Minneapolis, Minn. 
Blair, Mrs. Alma R. 
Charleston, W. Va. 
Blust, Mrs. Neva M. 
Long Beach, Calif. 
Bodecker, Mrs. Grace Ann 
Waverly, Iowa 
Boring, Mrs. Lucille 
Kansas City, Mo. 
Bowins, Mrs. Florence 
Chattanooga, Tenn. 
Boyce, Mrs. Ferne E. 
Wichita, Kans. 
Bradley, Mrs. Dortha R. 
Brooklyn, N. Y. 
Brandt, Mrs. Mildred C. 
Dallas, Texas 
Braselton, Mrs. Naomi 
Columbia, Mo. 
Broeske, Mrs, Lela Bryant 
Bellflower, Calif. 
Buller, Ila June 
Chicago, IIl. 
Carlin, Mary L. 
Jackson Hts., N. Y. 
Carlson, Mrs. Audrey L. 
Sunnyvale, Calif. 
Castro, Mrs. Mildred 
Cazenovia, N. Y. 
Chapman, Gloria Joan 
Rochester, N. Y. 
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Cherveny, Vivian 
Denver, Colo. 
Cheslock, Mrs. Naomi 
Fr. Worth, Texas 
Christy, Helen E. 
Los Angeles, Calif. 
Clancy, Mary E. 
Rochester, N. Y. 
Cleven, Mrs. Katherine 
San Bernardino, Calif. 
Cobb, Alice 
Greenville, S. C. 
Conlan, Mrs. Anne M. 
Dearborn, Mich. 
Conley, Mrs. Bettie 
New Orleans, La. 
Conlin, Alice 
Brooklyn, N. Y. 
Conroy, Mary E. 
Waltham, Mass. 
Craft, Dolores J. 
Jackson, Miss. 
Cramm, Louise 
Denver, Colo. 
Cruikshank, Mrs. Ruth L. 
Youngstown, Ohio 
Cunningham, Mrs. Eleanore 
Chicago, III. 
Cuthbert, Mrs. Marie H. 
Fountain City, Tenn. 
Daggett, Rose E. 
Haverhill, Mass. 
Daniels, Cecilia M. 
Torrance, Calif. 
Davis, Alma 
Louisville, Ky. 
Dey, Elizabeth 
Baltimore, Md. 
Dingler, Mrs. Shirley O. 
E. St. Louis, IIl. 
Dohrmann, Mrs. Bertha B. 
New York, N. Y. 
Dorweiler, Mrs. Maria E. 
Burbank, Calif. 
Doster, Mrs. Evilo B. 
Atlanta, Ga. 
Dyksterhuis, Mrs. Thelma 
Oklahoma City, Okla. 
Eiser, Mrs. Lillian A. 
Long Beach, Calif. 
Eksouzian, Mary 
Flushing, N. Y. 
Ellison, Ruby 
Taylors, S. C. 
Eminian, Margaret 
Watertown, Mass. 


Epp, Hilda 
Wichita, Kans. 
Erfjord, Eleanor 
Robbinsdale, Minn. 
Erickson, Ethel Marie 
Denver, Colo. 
Estes, La Wanda 
Oak Ridge, Tenn. 
Farnham, Mrs. Val M. 
Ft. Worth, Texas 
Ferdon, Mrs. Edna Willis 
Hollywood, Calif. 
Ferrier, Mrs. Margery H. 
Los Angeles, Calif. 
Fielder, Mrs. Opal M. 
San Antonio, Texas 
Fields, Corrinthie Belle 
Birmingham, Ala. 
Filtch, Barbara K. 
Syracuse, N. Y. 
Finneran, Leonardine Bertha 
Houston, Texas 
Finnick, Mrs. Helene E. 
Weymouth, Mass. 
Fiore, Josephine 
Newton, Mass. 
Flandorffer, Doris 
Elmont, L. I., N. Y. 
Fry, Virginia 
Tiffin, Ohio 
Gallerani, M. Ursulle 
Arlington Hts., Mass. 
Garrett, Mrs. Mary F. 
Oklahoma City, Okla. 
Gielsteen, Gertrude 
Phoenix, Ariz. 
Godfrey, Henry Juanita 
Birmingham, Ala. 
Goss, Marie L. 
Chicago, II. 
Graham, Doris A. 
Omaha, Neb. 
Greer, Mrs. Virginia 
Dawsonville, Ga. 
Haatainen, Helen A. 
Austin, Texas 
Hardy, Nellie 
Wyandotte, Mich. 
Haskett, Mrs. Georgia T. 
Pittsburgh, Pa. 
Haskins, Mrs. Elona T. 
Denver, Colo. 
Hawkins, Mrs. Janet J. 
Cedar Rapids, Iowa 
Hays, Kathryn 
San Francisco, Calif. 


Heise, Myrtle M. 
Houston, Texas 

Heller, Mrs. Marguerite E. 
Spokane, Wash. 

Hight, Hattie 
Dallas, Texas 

Hinkle, Muriel 
Oak Ridge, Tenn. 

Holcombe, M. Gerraine 
Minneapolis, Minn. 

Holder, Mrs. Annette 
Oklahoma City, Okla. 

Holman, Imogene 
Leesburg, Ala. 

Holum, Harriett 
Minneapolis, Minn. 

Howarth, Ann 
San Francisco, Calif. 

Huber, Florence L. 
Wauwatosa, Wisc. 

Hughes, E. Nancy 
Jeanette, Pa. 

Hulett, Mrs. Berenice 
Norwalk, Conn. 

Isotalo, Lillian L. 
Marquette, Mich. 

Jackson, Marie Virginia 
Los Alamos, N. M. 

Jackson, Mrs. Shirley B. 
Chevy Chase, Md. 

Jenkins, Mrs. Ruth B. 
Wilmington, Del. 

Jennings, Leah Juanita 
Roanoke, Va. 

Jens, Miss Dorothy 
Milwaukee, Wisc. 

Jessmer, Mrs. Evelyn S. 
Albany, N. Y. 

Johnson, Constance 
Washington, D. C. 

Johnson, Marie B. 
Flushing, N. Y. 

Jones, Mrs. Martha C. 
Toledo, Ohio 

Keating, Mrs. Edna H. 
Hartford, Conn. 

Kemnitz, Mrs. Dorayn H. 
Minneapolis, Minn. 

Keney, Mrs. Caroline 
Miami, Fla. 

Kimball, Miss Margaret 
Milwaukee, Wisc. 

Kirk, Mrs. Ruth W. 
Miami, Fla. 

Kirkwood, Helen Elizabeth 
Roanoke, Va. 
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Kirstowsky, Mrs. Mary Grace 
Oak Ridge, Tenn. 
Koczera, Olga A. 
Newington, Conn. 
Koehler, Mrs. Ellen 
Novato, Calif. 
Kolker, Ruth G. 
Los Angeles, Calif. 
Krebs, Irene E. 
Lorain, Ohio 
Kuerzi, Rosmond 
Los Angeles, Calif. 
Lageson, Mrs. Cora T. 
Minneapolis, Minn. 
Laidig, Anna M. 
Philadelphia, Pa. 
Lamkin, Mrs. R. W. 
Champaign, Ill. 
Landgraf, Mrs. Norma A. 
Elkhart, Ind. 
Lange, Miss Shirley 
Milwaukee, Wisc. 
Levoy, I. Sylvia 
Denver, Colo. 
Lipke, Marjorie C. 
Oak Park, Ill. 
Lovewell, Mrs. Ada 
Pittsburgh, Pa. 
Lowell, Mrs. Gertrude S. 
Hales Corner, Wisc. 
Lund, Mrs. Ethel L. 
Chicago, Ill. 
Lyon, Ernestine 
Louisville, Ky. 
Mack, Anne 
Roanoke, Va. 
Mack, Mrs. Lillian F. 
Cranford, N. J. 
Macomb, Wilma 
Oklahoma City, Okla. 
Magnuson, Mrs. Ivy 
Robbinsdale, Minn. 
Mannes, Mrs. Irene 
Stamford, Conn. 
Marineau, Edna Marie 
Marinette, Wisc. 
Marotta, Doris Janet 
Seattle, Wash. 
Martin, Mrs. Julia F. 
Memphis, Tenn. 
Matthews, Mrs. Willa Davis 
Van Nuys, Calif. 
Matthias, Lenore N. 
Upper Darby, Pa. 
McAfee, Cora L. 
Oak Ridge, Tenn. 
McConnell, Evelyn 
Denver, Colo. 
McElligott, Madeleine 
Omaha, Neb. 
McMaster, Mrs. Jeanette F. 
West Newton, Mass. 
McMurrey, Mrs. Fae Jensen 
Houston, Texas 
Mead, Mary 
Chicago, Ill. 


Miller, Mrs. Arlene _ 
Sherman Oaks, Calif. 

Miner, Mrs. Lucille A. 
Los Angeles, Calif. 

Minner, Mrs, Louise 
W. Palm Beach, Fla. 

Moistner, Mrs, Harriett 
Indianapolis, Ind. 

Morrow, Mrs. Janet S. 
Philadelphia, Pa. 

Munas, Mrs. Madelane W. 
El Paso, Texas 

Murphy, Mrs. Frances R. 
Mempnis 12, Tenn. 

Myaels, Malvina Amanda 
New York, N. Y. 

Neubauer, Mrs. Thelma Cain 
Pittsburgh, Pa. 

Neyer, Edna F. 
Ann Arbor, Mich. 

Nichols, Mildred L. 
Birmingnam, Ala. 

Nordstrom, Jacqueline 
Kansas City, Mo. 

O’Connell, Mary A. 
Holyoke, Mass. 

Olson, Dorothy A. 
Peoria, Ill. 

Page, Mrs. Eleanore D. 
Lancaster, Ohio 

Page-Wood, Mrs. Virginia 
Benton Harbor, Mich. 

Palubin, Mrs. Eleanor M. 
Birmingham, Mich. 

Papan, Mrs. Marjorie 
Kenosha, Wisc. 

Papke, Mrs. Maryann 
Wichita, Kans. 

Patton, Estella L. 
Evansville, Ind. 

Payne, Clarine 
Chattanooga, Tenn. 

Peck, Mrs. Marilyn R. 
E. Hartford, Conn. 

Petersen, Ann 
San Francisco, Calif. 

Peterson, Mrs. Irene R. 
Tonawanda, N. Y. 

Pettit, Mrs. Dorothy M. 
Berkley, Mich. 

Phillips, Eliza E. 
Chicago 10, Ill. 

Piani, Catherine M. 
Santa Barbara, Calif. 

Poole, Mrs. Geneva Knapp 
Chattanooga, Tenn. 

Poole, Mrs. Susan D. 
Birmingham, Ala. 

Raak, Gwen 
Denver, Colo. 

Ramm, Margrit E. 
Tonawanda, N. Y. 

Randoll, Mrs. Jean M. 
Toledo, Ohio 

Rehm, Doris Mae 
Sepulveda, Calif. 
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Reinhardt, Mrs. Mary K. 
St. Louis, Mo. 
Reves, Dorothy 
Wichita, Kansas 
Riley, Virginia E. 
Terre Haute, Ind. 
Rizzo, Venera 
Albany, N. Y. 
Robinson, Mrs, Marie 
St. Clair Shores, Mich. 
Rohr, Verla M. 
Canal Fulton, Ohio 
Rotolo, Aida J. 
Cleveland, Ohio 
Rowan, Katherine 
St. Faul, Minn. 
Rowe, Mrs, Shirley M. 
Syracuse, N. Y. 
Rowland, Euretta Jane 
Syracuse, N. Y. 
Sabelli, Louise R. 
Yonkers, N. Y. 
Satter, Dorothy M. 
Irvington, N. J. 
Schmoldt, Mrs. Jean 
Inglewood, Calit. 
Schneider, Marjorie R. 
Birmingham, Ala. 
Schreiner, Mrs. Mary B. 
Chittenango, N. Y. 


Schroeder, Mrs. Thelma R. 


Jettersonville, Ind. 
Schwegler, Marjorie B. 
Lakewood, Ohio 
Self, Mrs. Audrey 
Roanoke, Va. 
Senseman, Phyllis C. 
Dayton, Ohio 
Shannon, Mrs, Ethel F. 
Houston, Texas 
Shaw, Mrs. Doris 
Minneapolis, Minn. 
Sheahan, Mrs. JoAnn M. 
Knoxville, Tenn. 


Shepherd, Mrs. Josephine L. 


Lynwood, Calif. 
Showalter, Virginia May 
Cincinnati, Ohio 
Skaggs, Mary Lois 
Barrington, Ill. 
Smith, Doris Exene 
Detroit, Mich. 
Smith, Florence L. 
Oklahoma City, Okla. 
Smith, Florence M. 
New Brighton, Pa. 
Smith, Mrs. Sarah U. 
Millersville, Pa. 
Stewart, Mrs. LaRue 
St. Paul, Minn. 
Stone, Mrs. Marjorie J. 
Monterey Park, Calif. 
Story, Ruth Ellen 
Shade, Ohio 
Stuerzer, Edna M. 
Milwaukee, Wisc. 


Swydan, Anne 
Worchestez, Mass. 
Talbot, Virginia 
Phoenix, Ariz. 
Teson, Jean M. 
Ft. Lauderdale, Fla. 
Testman, Vega 
Albuquerque, N. M. 
Thorne, Mrs. Helene M. 
Phoenix, Ariz. 
Timmons, Ellen R. 
New York, N. Y. 
Turner, Eleanor M. 
Louisville, Ky. 
Turpen, Mrs. Marjorie M. 
Los Angeles, Calif. 
Tyrell, Mrs, Marion M. 
Temple City, Calif. 
Utzelman, Lorraine H. 
Burbank, Calif. 
Vandiver, Estelle C. 
San Antonio, Texas 
Van Hook, Luise 
Chicago, Ill. 
Ward, Mrs, Margaret 
Norwood, Ohio 
Wardell, Henrietta 
Washington, D. C. 
Westerkamp, Ila 
Johnson City, Tenn. 
White, Mrs. Della Irene 
Wadsworth, Ohio 
White, Marynette 
Indianapolis, Ind. 
White, Virginia L. 
Houston, ‘exas 
Wick, Lou June 
Butler, Pa. 
Wiggins, Martha S. 
Youngstown, Ohio 
Williams, Mrs. Alma Ann 
Wetherstield, Conn. 
Willson, Mrs. Kathryn 
Birmingham, Ala. 
Wilson, Bernice H. 
Spokane, Wash. 
Wilson, Mary Lorene 
Memphis, Tenn. 
Wilton, Hilda G. 
Youngstown, Ohio 
Winchester, Betty Lou 
Cincinnati, Ohio 
Winter, Mrs. Rebecca 
Phoenix, Arizona 
Wist, Zita 
Chicago, Illinois 
Wittschen, Mrs. Doris T. 
Stony Brook, N. Y. 
Yeargan, Mrs. Thelma B. 
University, Ala. 
Zachow, Mrs. Betty 
Spokane, Wash. 
Zeller, Mrs. Eloise J. 
Gainesville, Fla. 
Ziegner, Elizabeth 
Indianapolis, Ind. 
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A New Administration Takes Uffice 





Your new officers, chosen at the 12th annual con- 
vention in St. Louis were photographed just before 
the installation banquet. In the first row, left to right, 
are Marie Starr, secretary; Clare H. Jennings, presi- 
dent; Edna J. Pickard, treasurer; Evelyn G. Day, Great 
Lakes District Vice President; Lily A. Okura, North- 
western District Vice President; Marie E. Bishop, 
Southwestern District Vice President; Rosa Miller, 
Southeastern District Vice President; Ethel Ambler, 
Northeastern District Vice President. 


The new president speaks for the 
association, as she hands a framed 
certificate of appreciation to Martha 
Rosamond, outgoing president. 
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Report on the 12th Annual Convention 


With Missouri hospitality pervading 
the atmosphere, and “Meet Me in St. 
Louis” playing in the background, NSA 
members lived, laughed and learned 
together at the 12th annual convention 
July 17-20 at the Sheraton-Jefferson 
Hotel in St. Louis, Missouri. 


It was a warm and wonderful gath- 
ering, distinguished for its professional 
approach to the problems at hand, and 
for the friendliness displayed on all oc- 
casions. Delegates, alternates and mem- 
bers learned to know each other, and 
they learned a great deal about NSA. 

Afternoon clinics on the 17th cov- 
ered different phases of the secretarial 
profession. Eight clinics were offered, 
four each, at 1 o’clock and at 3 o'clock. 
Attendance was voluntary, with each 
secretary choosing those that particu- 
larly interested her. 

Complete reviews of the clinics are 
given in another section of this issue. 


Members of the chapter-at-large 
dined together that evening, and held 
a meeting with Mrs. Lois Sowle of 
Stillwater, Okla., presiding. 


Open House 


The atmosphere of “Old St. Louie” at 
the time of the World’s Fair Exposi- 
tion was re-created when the St. Louis 
Chapter welcomed NSA members with 
an open house on Wednesday evening, 
July 17, 1957, in the Gold Room of 
the hotel. A dozen of the St. Louis girls 
were dressed in costumes of 1904, one 
of the gowns being a genuine relic of 
the period. The orchestra wore striped 
blazers, masculine costume of the day. 
Even the refreshments, pink lemonade 
and popcorn or beer and pretzels, were 
typical of the era. 


The orchestra played songs of dif- 
ferent states and cities, climaxed by St. 
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Louis Blues, which was greeted by an 
outburst of applause. 

After a time of relaxation during 
which old friends were greeted and 
new ones met, while information was 
exchanged and plans were made, the 
hostess chapter president, Mrs. Anne 
Frohman, introduced each of the Asso- 
ciation officers and Home Association 
officers, then presented candidates for 
Association and Home Association of- 
fices. Since this convention was “Num- 
ber Twelve on Our Hit Parade,” there 
were twelve valuable door prizes, in- 
cluding a watch and a mink collar, in 
the drawing which concluded the pro- 
gram. 

On Thursday, the group was wel- 
comed by Mrs. Edward G. Brungard, 
director of public welfare, St. Louis, 
Mo. 

Augusta Eades, St. Louis chapter pres- 
ident, presided. The traditional memo- 
rial service for departed members was 
held, with Ruth Reichmuth as soloist. 

Jim Low, staff speaker for the Na- 
tional Association of Manufacturers, ad- 
dressed the group on “RX for Good 
Morale.” His address is printed else- 
where in this issue. 

Business sessions for the balance of 
the day included the National Secre- 
taries Home Association Annual Meet- 


ing. 


Saty Contest 


In the evening, the Secretary of the 
Year Contest and reception were held 
in the Gold Room of the hotel. An ac- 
count of that event is carried elsewhere 
in the magazine. 

Business sessions adjourned at noon 
Friday. 

Friday evening was open for the gen- 
eral membership, while CPS members 
held their sixth annual dinner. Many 
conventioneers took this opportunity to 


attend the St. Louis Municipal Opera, 
to take a boat ride on the Mississippi, 
or to partake of the other recreatiunal 
possibilities in the city. 


CPS Dinner 


The sixth annual CPS dinner was 
held in the Ivory Room of the hotel, 
Friday, July 19, with more than 150 
CPS holders attending. Margaret Hese- 
mann, member of the Institute for Cer- 
tifying Secretaries and Chairman of the 
dinner also served as Master of Cere- 
monies. Rosa Miller, Southeastern Vice 
President, gave the invocation. 


Following a welcome from NSA by 
President Martha Rosamond, Dorothea 
Chandler, Dean of the Institute, ex- 
tended her welcome. Miss Chandler 
urged holders of the CPS certificate 
to inspire others in every way possible 
to take the examination—each CPS’er 
should consider it a personal responsi- 
bility to see that at least one person 
makes application for the next examina- 
tion. 


Speaker of the evening was Karl D. 
Klein, Personnel Development Man- 
ager, The Chemstrand Corporation. Mr. 
Klein, a member of the Institute, spoke 
on “CPS—So What?” The implication 
of “So What?” was not what it might 
at first seem to be—the point covered 
being—now that CPS has been achieved, 
what is the holder going to do with it 
—sit tight or go on to other goals. 
Mr. Klein stressed that achievement of 
the certificate is comparable to gradu- 
ation from school—it is a beginning— 
not a reward so that one can rest on 
his laurels. The reward in itself is not 
the important thing—it is important to 
continue to other goals. In this connec- 
tion he spoke of the “beginners,” the 
“pausers,” and the “enders.” 


CPS holders have the opportunity to 
make a direct contribution to mankind 


Continued on page 18 
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CONVENTION REPORT, CONTINUED ~~» 


in the professional field. Mr. Klein ad- 
vocated practice of our profession, day 
in and day out, in spite of discourage- 
ments and difficulties—recruit mem- 
bers, raise standards, work dynamically. 
It is a matter of ceaseless effort. The 
CPS holders of today are the first 1,000 
in this achievement, and are the pio- 
neers who must lead the way for others 
who will follow. A great deal of the 
future success of CPS depends on those 
who come first. Also, Mr. Klein said 
we should be humane in the sense that 
we seek to broaden our skills and knowl- 
edge into other fields than business. 

A humorous skit, “It Shouldn’t Hap- 
pen to a Boss,” written by Yvonne 
Lovely, Oak Ridge Chapter, contributed 
to the lighter side of the entertainment. 
It burlesqued the difficulties of inter- 
viewing applicants for a job. CPS hold- 
ers participating were Muriel Swayze, 
Denver Chapter; Virginia Bond and 
Kay Luttrell, Lake Shore Chapter; Har- 
riett Unfer, Sacajawea Chapter; Opal 
White, Virginia Lowery, and Virginia 
Ferris, Birmingham Chapter. 

Margaret Treanor, Secretary, gave the 
benediction. 


Assisting Miss Hesemann on the din- 
ner committee were Ruth Gallinot, Chi- 
cago; Jane Klausman, Syracuse; Yvonne 
Lovely, Oak Ridge; Bernice Pfeiffer, 
St. Louis. 


At the Saturday business sessions, 
Dean Dorothea Chandler of the Insti- 
tute for Certifying Secretaries spoke 
briefly. “So Much a Part of You”—a 
panel discussion was presented by the 
Association Board of Directors, mod- 
erated by Margaret Treanor, secretary. 


Whidden Speaks 


In the afternoon, the group heard 
Mr. Howard Whidden, foreign editor, 
BUSINESS WEEK, who spoke on “The 
Individual’s Place in Today's World.” 
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The speaker devoted the first part of 
his talk to describing and analyzing 
the changes that had taken place in the 
world in the short space of 20 years. 
He said nuclear power has brought 
mankind the prospect of unlimited ter- 
ror and of unlimited hope. Perhaps in 
time the H-bomb will tame the nations, 
even the Soviet Union, and science will 
have the opportunity to put almost 
unlimited energy at the service of man- 
kind. 

But before this can happen, Mr. 
Whidden went on, we must face a 
continued struggle against Communism. 
In all probability the next round in this 
struggle will involve political and eco- 
nomic competition even more than mili- 
tary. If that’s the case, the speaker said, 
he wouldn't hesitate to place his bets 
on the democratic West—assuming the 
United States gives as strong leadership 
in the next ten years as we have during 
the past ten. 

This would require a heightened 
sense of responsibility on the part of 
American citizens. We will have to be 
willing to face the facts of the world 
we live in, including our own destiny 
as a world leader. And we will have to 
be willing to accept the duties that go 
with greatness. 


After Mr. Whidden’s speech, an- 
nouncement was made that the 1959 
convention would be held July 22-25 
at the Hotel Americana, Bal Harbor, 
Miami Beach, Fla. The 1958 convention 
is scheduled for July 16-19 in Minne- 
apolis, Minn. 

The teller’s committee reported on 
the new officers, whose pictures and 
names are given elsewhere in the maga- 


zine. 


In the evening, Saturday, July 20, the 
installation banquet was held in the 
Gold and Ivory Rooms of the hotel. 
Mrs. Ruth B. Daley acted as mistress 
of ceremonies. 


Achievement Awards 


Achievement Awards were presented 
as follows: 


Class A: 
First, Galveston County, Texas (Gal- 
veston County Chapter ) ; 
Second, Corpus Christi, Texas (Desk 
Set Chapter) ; 
Third, Santa Fe, New Mexico (Santa 
Fe Chapter). 


Class B: 
First, Cumberlain, Maryland (Algon- 
quin Chapter ) ; 
Second, Savannah, Georgia (Savan- 
nah Chapter) ; 
Third, Pueblo, Colorado (Kachina 
Chapter ). 


Class C: 
First, San Juan, Puerto Rico (San 
Juan Chapter); 
Second, Birmingham, Alabama (Bir- 
mingham Chapter); 
Third, Wilmington, Delaware (Dela- 
ware Chapter ). 


Class D: 
First, Dallas, Texas (Big D Chapter) ; 
Second, Rochester, N. Y. (Flower 
City Chapter) ; 
Third, Miami, Florida (Miami Chap- 
ter). 


Class E: 
First, Chicago, Illinois (Lakeshore 
Chapter ) ; 
Second, Houston, Texas (Houston 
Chapter ) ; 
Third, Los Angeles, California (Los 
Angeles Chapter ). ; 


Award for the greatest percentage of 
increase in membership went to Sacra- 
mento, Calif., and the award for the 
greatest numerical increase in member- 
ship went to Ft. Worth, Texas. 


Following a candlelight installation 
of the 1957-58 association officers, the 
convention was adjourned. 
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In Appreciation 





Gerardine C. Hill, former editor 
of THE SECRETARY, poses with 
the Certificate of Appreciation pre- 
sented to her at the convention ban- 
quet by Martha Rosamond, outgoing 
president, on behalf of the Associa- 
tion. 

As a further token of appreciation, 
she was given a $250 Government 
bond. 
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Chapter-At-Large Selects Delegate 





Members of the chapter-at-large met at the convention, with Margaret 
Treanor, secretary, presiding, to select their convention delegate. They are, 
left to right around the table, Alfhidd Bergman, Billie Glover, Shirley M. 
Farrar, Onida Norman, Margaret Treanor, Lois Sowle, Bennie Hart, Flor- 
ence A. Cassidy and Sue Hedrick. 





Mrs. Evelyn Keseg, a member of 
the Columbus, Ohio, chapter, has 
been appointed assistant secretary of 
Peoples Broadcasting Corporation, a 
subsidiary of Nationwide Insurance. 
She thus becomes the first woman to 
be named an officer in the Nation- 
wide organization. 

She is executive secretary and ad- 
ministrative assistant to Herbert E. 
Evans, vice president and general 
manager of PBC, which owns and 
operates four radio stations (in Co- 
lumbus and Cleveland, Ohio; Tren- 
ton, N. J.; and Fairmont, W. Va.). 

Mrs. Keseg, who became a Certi- 
fied Professional Secretary in 1955, 
is a past vice president of the Colum- 
bus NSA chapter. She has been with 
the Nationwide firm since 1937, has 
devoted an entire business career to 
secretarial work. 


(left) 


WINS PROMOTION 
TO COMPANY OFFICE 















If your files are a “‘mess’! 
—papers jumbled in 
bulging, dog-eared fold- 
ers, records lost or mis- 
filed —if you’re losing 
minutes and dollars, 
wearing down your 
nerves every time you 
want to file or find a let- 
ter, order, invoice, Here’s 
Peace! ACCO-filing will 
stop this war of nerves— 
keep all your papers 
neatly, correctly filed, 
safely bound, where you 
want them when you 
want them. 

ACCOPRESS Binders and ACCOBIND 
Folders solve your file problems—are avail- 
able in most any size, any capacity, with or 
without tabs—and at transfer time you just 
slip the contents, still bound, from Accobind 
Folders, saving the covers for year after year 
of more filing. 

Ask your stationer about Acco-binding. 


ACCO PRODUCTS 


A Division of Natser Corp’n. 
OGDENSBURG, NEW YORK 


In Canada: Acco Canadian Co. Ltd. Toronto 


FOR A 
WAR OF 
NERVES 
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Prominently displayed on a bulletin 
board in a busy office is this message: 
“My worth is measured by the degree 
of supervision I require. The more I 
have to be told what to do and when 
to do it, the less I am worth to my 
company.” 

The very fact that such a message 
would be placed in such a prominent 
position is dramatic evidence that it 
touches upon a vital subject. To a sec- 
retary the message is of special signifi- 
gance, because it marks the line of de- 
marcation between a_ stenographer- 
secretary and a secretary-executive. 

It is both easy and reasonable to say, 
of course, that this line of demarcation 
is set more by company policy and by 
executive attitude than by the secretary 
herself; and yet this plausible thought 
can be a trap in itself. While no final 
rule can be laid down, it is almost uni- 
versally true that the attitude of a boss 
toward an employee is determined by 
the employee. 


Must Be Willing 


If an employee demonstrates both a 
willingness and an ability to accept re- 
sponsibility, the tendency on the part 
of the boss is to provide that respon- 
sibility. Few executives hug responsi- 
bilities to their own chests merely to 
keep someone else from taking over. In 
most cases they have become wary about 
giving out responsibility because they 
are well aware that most people do not 
like to take it, will do almost anything 
to avoid having to take it, and will often 
perform such duties with great resent- 
ment. 

The offering of responsibility can be 
traced back to two conditions in the in- 
dividual: First, the sort of thorough 
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y 
TOM LAWRENCE 


Lawrence-Leiter & Co. 


Management Consultants 


technicial knowledge which engenders 
an obvious self-confidence; and second, 
a willingness to take the initiative. 

Lack of technical job-skill is an in- 
superable hurdle. Adequate mastery of 
job tools is as much expected as are 
careful grooming and the rudiments of 
courtesy. The boss assumes that you 
know how to do the work, else you 
would not be on the payroll. 

What the boss can’t assume is that 
you have an inner spark which urges 
you to enlarge your capacity; to treat 
your work as a challenge; to seek to do, 
not as little as may be required, but as 
much as may be possible. 


Some Never Learn 

Some people never learn to enjoy the 
added stimulus and risk which goes with 
added responsibility. They prefer to be 
told exactly what to do and how and 
when to do it. Their joy comes from 
executing a job perfectly. They are 
quite willing to let others blaze new 
trails. 

But some are just the opposite. They 
find their greatest satisfactions in meet- 
ing new challenges. To them, a job is a 
growing thing which reaches into new 
worlds every day. They willingly trade 
the security of a tried-and-true routine 
for the hazards of new victories. 


Both Essential 
Both kinds of people are essential to 
business. Both can be, and usually are, 
“wonderful folks.” But unusually rich 
rewards rarely are given to the person 
who expects to be guided step-by-step 
through the day’s work. They tend to 
flow to those who invite, accept and 

handle added responsibilities. 
If you are not finding the rewards, 


APTITUDE or ATTITUDE? 


prestige and authority which you feel 
that you deserve, perhaps you should 
take a look at the personality you pre- 
sent to the boss. If you know your work, 
if you get along with other people, if 
you bring integrity and care to your 
task, then perhaps the missing element 
can be found in this one short word: 


INITIATIVE. 


With it, you can be on your way! 
Without it, you could be there to stay! 








by 
: secret for 


s SECRETARIES: 







Use an electric 
typewriter? 
Then be sure 
you use the 
ribbon that keeps your 
hands clean as you put it on 
your machine. The ribbon 
that has the red plastic “leader” on 

it. Old Town’s Carbon Paper Ribbon. 


All-quality carbon coating. High tensile 
strength, thin paper. This Old Town 
combination gives you execu-tively 
beautiful, non-smudge originals. Preci- 
sion-cut ribbon edges eliminate tearing. 
RIBBON ABSOLUTELY FREE! Write us for it 
on your firm’s letterhead. Show yourself (and 
your beaming boss) the 
very finest-looking typing! 


01d Town 


CORPORATION 


750 Pacific Street, Brooklyn 38, N. Y. 


World’s Foremost Maker of Carbons, Ribbons, 
Duplicators and Duplicator Supplies 
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Imported yarn dye silk shirting is 
used by De De Johnson in this pre- 
cisely tailored shirtmaker dress. 
Notice its fine detailing, such as the 
stitching on the wide V yoke and 
long fly front. The self belt is curved 
to follow the waistline. It comes in 
beige, navy, amber, De De blue, sil- 
ver grey, claret—sizes 10 to 20, price 
$59.00. 
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Mr. Mort chooses the look of a 
well bred flapper for the young ca- 
reer girl on a budget. The orlon and 
wool jersey separates combine the 
new look of red and cigar, for an 
overall cheery tone. Season’s fashion 
note requires neutral shoes to match, 
and yards of beads tucked casually 
in the Chanel hip pocket. About 
$45. 

Real gem stones— jade, carnelian, 
lapis lazuli, topaz and amethyst — 
make their appearance in Coro’s new 
collection of “real stone” pieces. 
Here, circle pins are centered with 
real jade, match uprising earrings in 
settings of fluted gold. Price, $2.00 
each. 


lly speaking 


fg FPF. 





Here’s a sweater blouse for the 
first days of fall, newly detailed by 
Rosanna to top a skirt or accessorize 
a suit. It is knitted in smooth tex- 
tured crease resistant banlon yarn. 
Comes in sizes 34 to 40, in shades 
of pumpkin, tartan green, sapphire, 
camellia red, haze blue, as well as 
black and white, and retails for 
about $9.00. 
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Prescription for bood Morale 


by 
JIM LOW 
Staff Speaker 


National Association of Manufacturers 
An address given before the annual convention in 


“You don’t have to tell how you live each 


day, 
You don’t have to tell if you work or you 


play, j 
A tried, true barometer serves in its place, 
However you live, it will show in your face. 
The false, the deceit that you bear in your 


heart AS f 
Will not stay inside where it first got its 


start, 

For sinew and blood are a thin veil of lace, 

What you bear in your heart will show in 

your face. 

If your life is unselfish, if for others you live, 

For not what you get, but how much you can 
ive, 

If a live close to God in His infinite Grace, 

You don’t have to tell it, it shows in your 
face.” 


The dictionary says “Morale is a moral 
condition, that mental state which ren- 
ders a man capable of endurance and 
of exhibiting courage in the presence 
of danger.” 

This morning I want to combine a 
prescription for good leadership with 
this other topic. 

How does leadership affect us? You 
are leaders, in this organization, and on 
your jobs. Another important job you 
have is helping those who lead—your 
work superiors. You and I can help by 
using super-vision, not just supervision. 
Let’s take a look at how! 

First of all, we must visualize the 
basic, fundamental wants of people. Al- 
though we could rua down a list of a 
hundred, these four wants are vitally 
important. 

First, a sense of belonging. Encour- 
age that wonderful sense of belonging 
to your company or your organization, 
just as you have of working with your 
boss. 

Secondly, everybody wants recogni- 
tion. May I suggest that you give it. 
Recognize the individuals with whom 
you come in contact each day, and I 
hope that your boss gives you that same 
recognition. 
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Third, people like new experiences. 
Much of our trouble in business and 
industry today, is the fact that common- 
ness and sameness is called into the jobs. 
Be a sympathetic listener when you are 
trying to give people new experiences. 

Lastly, people want security. Not just 
an economic security, but an emotional, 
spiritual, psychological security. Our 
problem is to find out how we can best 
help people to reach the goals they are 
seeking. 

Here are the basic fundamentals of 
leadership. First, the three R’s—we must 
be ready, we must be reasonable, and 
we must be right. Remember that right 
makes might, but might does not make 
right. 

Number two—we must know our 
business. I am talking about the prac- 
tical knowledge of the job, not just 
simply to be a “typewriter irritator” as 
I heard some boss say about his secre- 
tary. You can’t beat know-how nohow. 


Number three—be yourself. There is 
no place in leadership for acting. I 
think it was Edgar Guest who covered 
that so well when he said this in the 
piece called “The Guy and the Glass,” 


“When you get what you want in your strug- 
gles for life, 

And the world makes you king for a day; 

Then go to the mirror and look at yourself, 

And see what that guy has to say. 

For it isn’t your father or mother or wife 

Who judgment upon you must pass, 

For the fellow whose verdict counts most in 
your life, 

Is the guy looking back from the glass. 

He is the fellow to please; never mind all 
the rest, 

For - is with you straight through to the 
end. 

Oh, you will pass the most difficult, danger- 
ous tests 

If the guy in the glass is your friend. 

You may be Jack Horner and chisel a plum 

And think you are a wonderful guy, 

~~ the guy in the glass will think you're a 
um 


. Louis 


If you can’t look him straight in the eye. 

You may fool the whole world down a path- 
way of years, 

Getting pats in the back as you pass, 

But your final reward will be heartaches and 
tears, 

If you've cheated the guy in the glass.” 


Number four—you and I must be 
able to sell. You say, who, me? If you 
are a secretary, you are a salesman, be- 
cause you are selling yourself. Good 
salesmanship is selling something that 
won't come back to customers that will. 
That is the challenge that you have 
every day in your job as you are con- 
tacting people. 

Number five—you and I must be 
able to take responsibility along with 
authority. I find that people who shrink 
from responsibility continue to just 
shrink. 

Number six—you and I must have a 
knowledge of our company’s or our or- 
ganization’s policies and objectives. 
Many of the difficulties between a sec- 
retary and her boss are due to failure 
to get a knowledge of the company’s 
policies and objectives. You must be sold 
on anything to be able to sell it. Then 
you must be able to interpret and ad- 
minister to those with whom you come 
in contact. 

Number seven—you and I must learn 
to express ourselves effectively. We can 
do this by using the other fellow’s lan- 
guage, knowing our men (pronouncing 
and spelling their names correctly), 
speaking about one thing at a time, 
using illustrations, never halting critic- 
ism, and using tact. 

Number eight—you and I must have 
a knowledge of our economic system. 
Profit isn’t a vulgar or profane word. 

Number nine—we must be able to 
inspire. 
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7” rather see a sermon than hear one, any 

ay. 

I'd rather one should walk with me, than 
merely show the way, 

The eye’s a better pupil and more willing 
than the ear, 

Fine council is confusing but example’s al- 
ways clear. 

And the best of all the preachers are the 
men who live their creeds 

For to see the good in actions what every- 
body needs. 

I can soon learn how to do it if you'll let 
me see it done, 

I can watch your hands in action though your 
tongue too fast may run. 

And the lectures you deliver may be very 
wise and true 

But I'd rather learn my lesson by observing 
what you do. 

For I may understand you and the fine ad- 
vice you give. 

But there’s no misunderstanding how you act 
and how you live.” 


Number ten—we must have char- 
acter, integrity and consistency. Perma- 
nent progress depends upon our ideas, 
our motives, our beliefs, our philoso- 
phies and our characters. 

Number 11—you and I must use the 
Golden Rule. Use it as the steering 
wheel, rather than the spare tire. 


In leaving you with your theme, “We 
can be better than we are,” may I leave 
you with a number of challenges. First 
of all, a challenge to change that theme 
next year, to “We will be better than 
we are.” Be positive about it. Use as 
your creed, “As an ordinary man be- 
lieves enthusiastically in the things he 
is doing, he can do them in an extra- 
ordinary manner.” I challenge you to 
meet every challenge with courage; to 
work; to think; to create; to be not 
only materially minded, but also human- 
relations minded; to make your goals 
not only materially but spiritually; to 
seek progress, not perfection. I chal- 
lenge you to be a good American, a 
word that ends with “I can.” 

I challenge you in the words of Peter 
Marshall, the man called Peter, who 
said: “Let us not be content to wait 
and see what will happen, but give us 
the determination to make the right 
thing happen. Give us the courage to 
stand for something, lest we fall for 
anything.” 
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PAREUMS 
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The “Scent-Sible” Way 
To Raise Funds for 
Your N.S.A. Chapter 


Thousands of organizations, including 
many N.S.A. Chapters, have used good 
“scents” to solve their fund-raising 
problems—yours can do the same. 

Vallette Parfums are of the highest qual- 
ity—oat modest prices—and are sold 
EXCLUSIVELY by organizations. No in- 
vestment—we send you the perfume— 
you sell it—keep your very generous 
profit—and send the balance to us. 


Have an officer of your Chapter write 
for full-sized samples and complete de- 
tails, absolutely Free. DO IT NOW! 


Vallette Box 744E Decatur, Ill. 














Sikee- 
Lox 


H | i bo S 
self why this Silk ribbon by Kee Lox 


Designed to © is indeed the Ribbon of Ribbons. =F 


BECAUSE THE BOSS JUDGES YOU by the letters you give him, isn’t it 
aggravating to have your typing skill frustrated by a ribbon that doesn’t do 
you justice? This won’t happen if you use a SilKeeLox ribbon. And the one 
who receives a letter typed with a SilKeeLox ribbon will think well of the 





company and the man who sent it. 


But the attractiveness of your work is only one of several reasons for using a 
SilKeeLox ribbon. The fineness of the fabric which means better originals 
also means better carbon copies. The same fineness 

of fabric permits 50% more yardage on the spool— 
hence much longer wear and fewer 





ribbon changes. 


We suggest you try a SilKeeLox rib- 
bon . . . in just the degree of inking 
. and discover for your- 
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The Secretary: The First Lady 
of Industry and Commerce 


Distributed by Kee Lox branch offices in 
major cities and by authorized dealers. 


KEE lox, »anuracrusine COMPANY 
Carbon Papers and Inked Ribbons 


OVER 5S5O YEARS OF GOOD IMPRESSIONS 


Dept. S-462 
Rochester 1, N. Y. 
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Secretary of the 





Mrs. Ruth Clemence 
Secretary of the Year for 1957 


The finalists, shown at far right, are listed here in 
alphabetical order: Darlene Axtell, Josephine Bruewer, 
Margaret Cannon, Ruth H. Clemence, Elaine Z. Davidson, 
Elsie M. Eysenbach, Hazel W. Hansen, Bootsey Landrum, 
Dorothy MacKenzie, Marion T. McCarthy, Ardend Schnei- 
der Neve, Virginia Robertson, Marion Smith, Jane E. 


Sweers, Ethel I. Truitt. 


The three winners were, left to right, Dorothy Mac- 
Kenzie, CPS, Toledo, Ohio; Mrs. Clemence; Mrs. Virginia 
Robertson, CPS, San Marino, Calif. 
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One of the most exciting honors to be accorded 
an NSA member came to Mrs. Ruth Clemence, CPS, 
on July 18 in the Gold Room of the Sheraton-Jef- 
ferson Hotel in St. Louis. 


Midst flashing cameras and enthusiastic applause, 
she was chosen Secretary of the Year from a group 
of 15 finalists in the annual SOTY contest. 


Thus began a flurry of publicity and interviews 
that, if history repeats itself, will continue for Ruth 
until a new Secretary of the Year is crowned at the 
next convention. 


The tangible symbol of the ideal secretary, her 
lovely face and gracious manner will be a great pub- 
lic relations tool for NSA in the coming year. 


While Ruth is extremely attractive, she definitely 
does not have the “glamour girl” approach to her 
profession. She calls herself a secretary of the work- 
ing variety, not a high-powered executive type. 

A member of the Lake Shore Chapter, Ruth is 
secretary to W. F. Landes, vice president of the 
Bell & Zoller Coal Company in Chicago. 


She is 40 years old, and mother of a 22-year-old 
daughter, who also is a secretary. 
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Year 


Ruth writes us: 


The reaction of my friends, and par- 
ticularly my NSA friends, has been the 
most rewarding part of being selected 
as your SOTY. As soon as the announce- 
ment was made in St. Louis I began to 
feel your warmth and enthusiasm. My 
own wonderful Lake Shore Chapter 
friends took over beautifully in notify- 
ing my boss (he said he wasn’t sur- 
prised) and some of my close friends, 
helping me with the lovely red NSA 
roses, the other flowers, the sterling 
silver pitcher, my crown, and a large 
assortment of beautiful gifts which 
seemed to be pouring at me from all 
directions. 


It was with a feeling of deep hu- 
mility that I felt the crown rest on my 
head, and my hope, expressed then, is 
that I can wear it with as much grace 
as my predecessor. 

My own boss treated the whole affair 
with equanimity; but one of his good 
friends in the coal industry confided to 
me that his pride was very apparent as 


THE SECRETARY—September, 1957 








he bragged that he'd known all along 
his secretary was tops, it just took the 
rest of the country a little longer to 






























find out. While I was still in St. Louis 
he had been interviewed by United 
Press, and the story, which had national 
distribution, brought in letters from 
friends and associates around the coun- 
try. The girls at Bell & Zoller touched 
me deeply by planning a luncheon in 
my honor—complete with corsage and 
“the works.” 

And still nice things continue to 
happen. I have just been invited to a 
special Lake Shore Chapter luncheon at 
the South Shore Country Club and I 
am told I will be guest of honor. There 
is a great deal of mystery surrounding 
the arrangements, and I feel a little like 
a child waiting for Christmas. 

This article would not be complete 
without a few words of appreciation to 
our national SOTY chairman, the St. 
Louis chapter members, the judges, Lake 
Shore Chapter members, and other peo- 
ple who over the years have helped me 
to become the person you chose as 
SOTY. 
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Whatever your preference 
—either our all-utility 
gray EraserStik (7099 

and 7099B) or our 
gorgeous new Red Head 
— you now can have 
the convenience and 
the efficiency of the 
better, modern erasing 
method—the EraserStik 
method. 


Your Dealer carries 
both styles. 


age 
N ‘ 


The 
Favorite 


in every 
Office 


For the benefit of 
Secretaries who 
prefer a soft red 
typewriter eraser in 
a more convenient 
shape, A.W.FABER 
has produced 
EraserStik 7066 
and 7066B. This 
completes the 
EraserStik service 
which has changed 
America’s erasing 


“Red Head” 


























A.W. FABER 


PENCIL CO., INC 


CASTELL 


e NEWARK 3, N. J 































. = Whuld You : = Mesimed? 


Here are the questions asked of the three finalists in the Secretary of the Year 
Contest, and their replies. They did not know in advance what the questions would 
be, and their answers were impromptu. How would you have scored under such cir- 
cumstances? Check yourself, just for fun. 

Gen. Sverdrup asked: “What can a secretary to a very busy executive do 
to lighten his work and to save him time and effort?” 


Ruth’s answer was: “I think one of the things she can do is to try to efficiently 
handle all of his mail. This one thing alone will save him a lot of time. If she 
can handle all of the detail work involving his personal business, this will help. If 
she can take over some of his administrative duties, that should also save him a 
great deal of time, effort and frustration.” 

Virginia's answer was: “The way that I save him time and effort is to try 
whenever possible at the beginning of my employment to work out with him those 
people who are important for him to see and those that I can handle. Then I can 
prepare the work as far as I can go, and leave the decision to him at his con- 
venience.” 

Dorothy's answer was: “I believe that that question completely answered would 
give you the complete definition of a personal and private secretary. There are in- 
numerable things that a secretary can do to help her employer, depending upon his 
business. First, she naturally would keep a wonderful follow-up file, keep records 
of all people who come in to see this man and what type of business, if these people 
should be seen by her employer. She would frankly sift every single thing that came 
into his office, to take away all routine. 

Dr. Sorkin asked: “What in your opinion is the most important contribu- 
tion that you make to your job?” 

Ruth answered: “I think that my most important contribution has been my 
contribution to the other women workers in our office. 1 have trained stenographers 
in our office for several years, and I have tried to encourage them to go on to 
school and to take a general interest in the company. 

Virginia answered: “I believe that the first and most important thing I do is 
to keep his business contacts happy. The next is to do his writing for him.” 

Dorothy answered: “Frankly, I believe the previous question would answer 
that completely, and also the fact (not being modest at this time) that my employer 
does have complete confidence in my ability to think things through. He does like 
my fresh approach to things. We are in a sales organization and he and IJ think 
completely alike. We have that oomph and enthusiasm. He likes to talk over sales 
problems with me, and maybe I am responsible for a teeny bit of our progress.” 

Dr. Case asked: “What do you do to help a new girl coming into the 
office to orient herself and to make her feel more at home?” 

Ruth replied: “One of the first things I try to do is to show her around the 
office, take her on a physical tour. Then I try to discuss our company policies, so 
that she will have some idea of what is expected of her. The first day I try to take 
her under my wing. I tell her when payday is, and what our lunch hours are, take 
her out to lunch and show her where our supplies are. Then I dig out back letters 
from the files, so that she will know what kind of letters we write. 

Virginia replied: “The policy of the company is to provide them a certain 
amount of instruction on the job, but then I personally in my position am required 
to lend them daily assistance as they may need it. 

Dorothy replied: “That's right up my alley because I just love everybody. When 
they come in I say I hope you are going to be as happy as I am here. I tell them 
what a wonderful company it is, and I try to give them the background. 
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News About Your District News 


For the first time in its history THE 
SECRETARY is not carrying district 
news this month. 

NSA is growing up. As new chapters 
are added to the rolls we find ourselves 
growing in numbers and growing in 
stature, in our professional approach to 
our profession. We feel a great need for 
information to help us be better than 
we are. 

We look to THE SECRETARY to 
furnish the guidance and help we seek. 
We expect articles that will answer our 
questions. 

In seeking to fulfill that need, THE 
SECRETARY will bring you sugges- 
tions and ideas on how to improve your- 
self, your job and your chapter. We 
have a wealth of knowledge within our 
own association and exchanging ideas 
will benefit all of us. 

Future issues will tell about the really 
outstanding things you are doing. How 
are you promoting CPS and encouraging 
members to take the exam? How do you 
orient new members? How do you 
handle your scholarship program? How 
do you hold your Boss Night, study 
groups and workshops? All chapter re- 
porters are requested to furnish such 
information to the district reporters at 
any time. Such items will be published 
when most appropriate. 

In the past your faithful district re- 
porters have spent a great deal of time 
and effort in preparing the district news. 
They have done an excellent job and 


w w 


their efforts are very much appreciated. 
We have become better acquainted 
through their columns. 

However, our organization has grown 
beyond the chit-chat stage. We are in- 
terested in upgrading our jobs and our 
profession. Through numerous requests 
from members the new district reporters 
have been requested to take a different 
approach to newsgathering in the 
coming year. 

Future issues will carry feature articles 
and photographs on accomplishments of 
members and unusual events taking 
place in chapters. Your reporters will 
be asking for information from time to 
time, in order to prepare articles about 
what NSA and its members and chap- 
ters are doing about certain subjects, 
by-passing the routine and matters of 
interest only to the local chapter. 

Feature articles and stories will carry 
the bylines of chapter and district re- 
porters giving them recognition for their 
efforts. 

In the months to come, as you see the 
results of this new editorial concept 
please offer your comments. 

This is YOUR magazine and your 
editors and publishers are dedicated to 
serving you within its pages. Sugges- 
tions from you on future articles or 
topics are welcome. 

Next month your new district re- 
porters will be introduced. Already they 
have begun to work. You will see the 
results in succeeding issues. 


a * 


Here's A Program Idea! 


A colored slide sound film entitled “The Cure of 
ELI. (Emotionally Induced Illnesses)” produced by 
the Executive Furniture Guild Information Center, 
141 East 44th Street, New York 17, N. Y. is availa- 
ble on free loan for group showings. Prescribing a 
decided cure for El.I., the 24-minute film employs 
drawings and photographs to illustrate how offices 
can be made more attractive, and more efficient be- 
cause they are tailored to individual requirements and 
work habits. This would be a good one for inviting 


the bosses to see. 
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What's the point 

of writing without 
Dixon 
Ticonderoga 
Pencils! 







DI KO N 
TICONDEROGA 


America’s Favorite 

Writing Pencil 

in 5 degrees of softness 

e They sharpen sharp 

e Keep their point 

e Write smoothly... 
dependably 

e Last longer 


Don’t just order pencils... 

order Dixon Ticonderoga 

At better office supply 

and stationery stores : 
THE JOSEPH DIXON CRUCIBLE CO. | 


Pencil Sales Division Jersey City 3, N. J. 
Dixon Pencil Co., Ltd. Newmarket, Canada _ 

















Doctor's Orders 


Participants: Dr. Roy V. Boedeker, St. 
Louis; Mary J. Lang, University of Mo.; 
Mrs. Billie O. Glover, Tuskegee, Ala.; 
Mrs. Zenna G. McCance, Indianapolis, 
Ind. 


With Miss Lang serving as moderator, 
this panel discussed the medical secre- 
tary. 

Dr. Boedeker suggested that a doc- 
tor’s secretary must not be a clock 
watcher—neither should she be con- 
cerned unduly with vacations and time 
off. She should realize that both she 
and the doctor need to stay in the office 
until all of the patients have been 
helped. 


She should be extremely pleasant and 
cheerful—also healthy because it’s bad 
advertising for a doctor to have a sickly 
secretary. Her telephone manner is very 
important, for she’is representing the 
office when she answers the phone. 


Mrs. Glover outlined her work as a 
secretary in a government hospital. She 
told of the opportunities for advance- 
ment for secretaries in a hospital, ex- 
plained the pay rates and designations. 
This work is under Civil Service, and 
one must pass a Civil Service examina- 
tion in order to be employed as a medi- 
cal secretary in a government hospital. 


Mrs. McCance spoke of the need for 
liking people and being cheerful in the 
face of their misery. “You meet people 
at their worst in the doctor's office,” 
she said. “They often are sick and wor- 
ried, and they need some reassurance 
from you that everything is going to be 
all right.” 


She pointed out that a doctor’s secre- 
tary does not talk about her employer's 


Page 28 





CONVENTION 


patients to others, and she does not set 
herself up as a medical authority. 

In the question and answer period, 
Dr. Boedeker was asked why doctors 
should expect their secretaries to work 
Saturdays and stay after quitting time. 
His answer was simple—“the doctor 
works those hours.” 

It was pointed out that the satisfac- 
tion in performing a service for your 
fellow man compensates the medical 
secretary for some of the disadvantages 
of her job. 





The biant 

Participants: Eleanor Ervin, Southwestern 
Bell Telephone Co., St. Louis; Mary J. 
Lang, University of Missouri; Josephine 
Bruewer, Cincinnati, Ohio; Mrs. Ardene 
Neve, Le Seuer, Minnesota. 


Moderated by Mary J. Lang of 
the University of Missouri, Columbia, 
Missouri, “THE GIANT” clinic group 
analyzed the duties and responsibilities 
of top flight secretaries in industry. 

Eleanor Ervin, Southwestern Bell 
Telephone Company, St. Louis, Missouri, 
outlined the qualifications essential for 
success. Today’s secretary must: 

1. Be a well-groomed, mature person 
whose attitude reflects her pride in 
her company and her appreciation of 
her boss. 

2. Understand the purpose and corpo- 
rate structure of her company and 
the role of herself and her boss in 
that structure. 

3. Be able to work harmoniously with 
all levels of coworkers, recognizing 


what needs to be done, and doing it 
in a cheerful, pleasant manner. 


4. Have the ability to organize and plan 
her own work, but must be flexible 
and adaptable to change. 


Mrs. Ardene Neve, CPS, LeSeuer, 
Minnesota, stressed that technical skills 
must be flawless to expand with the 
times and the demands of modern in- 
dustry and technology. Beyond the sec- 
retary’s responsibility to her boss, her 
company and her industry, she also has 
a responsibility to the profession she 
represents and a social responsibility to 
the community. 


It was also noted here that all secre- 
taries do not have the same oppor- 
tunities, for while small companies of- 
fer security and perhaps comfort, large 
or growing organizations offer a greater 
diversity of activities and opportunities. 


Josephine Bruewer, CPS, Cincinnati, 
Ohio, enlarged on the nature of con- 
tacts, the relationship of job satisfaction 
to personality, and the interdependence 
of every unit of an organization on the 
other units of the same company. Miss 
Bruewer stated it was necessary first to 
“know thyself” and then follow the 
Golden Rule in our dealings with others. 


After a very animated discussion pe- 
riod it was conceded that education and 
training before employment cannot be 
concentrated wholly in the basic tech- 
nical skills, but must provide training 
in the development of skills and wis- 
dom at arriving at sound decisions and 
human relationships. 


The duties and responsibilities are in- 
creasing and intensifying for the sec- 
retarial profession. One of these re- 
sponsibilities is to advise and assist 
younger people considering secretarial 
careers. 

Although competition is keen, the 
opportunities for qualified secretaries 
are better than ever if we have the 
ability and are willing to pay the price 
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of added responsibility. In return, top 
level secretaries are well compensated 
for their achievements. 

It is exciting and rewarding to be 


a secretary to successful men, or 
“GIANTS” in Industry. 





Madame Chairman 


Participants: Mrs. C. R. Larimer, regis- 
tered parliamentarian, Houston, Texas. 


The mythical “Gulf Coast Chapter,” 
under the capable guidance of Mrs. 
Larimer, the parliamentarian for the an- 
nual convention, presented the work- 
shop. This exceptionally well enacted 
workshop by members of the Houston 
chapter brought out in subtle detail 
the fine points of being a participating 
member in the correct manner. 

Mrs. Larimer, in the question and 
answer session, emphasized the use of 
the “we” attitude of members instead 
of the usual “they” attitude; that all 
who anticipate making reports at a 
meeting should speak up loud and clear, 
get near the front of the group and 
face them; and the fact that it is “mem- 
bership that counts” in giving one the 
privilege of voting. Both sessions of 
“Madame Chairman” were well at- 
tended. 
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At Your Service 


Participants: Col. Richard V. Hart, Ma- 
terial Requirements Division, TSMC, St. 
Louis; Russell S. Bauder, Professor of Eco- 
nomics, University of Missouri; Shirley 
Barlow, U. S. Department of Agriculture, 
Washington, D. C.; Alice S. Johnston, Fed- 
eral Defense Insurance Corp., Washing- 
ton, D. C. 


A lady never opens her handbag in 
the presence of the president; a gentle- 
man never puts his hand in his pocket. 
In either case they would be subject to 
immediate apprehension by Secret Serv- 
ice men who constantly guard the presi- 
dent from the danger of concealed 
weapons. 


Strange facts for a secretary to con- 
cern herself with. But this was just 
one of the many tips handed to govern- 
ment secretaries by the clinic partici- 
pants. 

These experts reminded the secre- 
taries that they occupy a unique posi- 
tion in their profession. Their “boss” 
is the largest single employer in the 
nation and he spends millions and bil- 
lions of dollars to carry out his vast 
operations. Unlike industry, the govern- 
ment does not manufacture a competi- 
tive product. Its commodity is SERV- 
ICE—to the American people. The sec- 
retaries were eager to learn how they 
could give better service in their jobs 
and the consultants were prepared to 
tell them. 

Make a special effort to gain an inti- 
mate knowledge of your own agency, 
its programs, goals, policies, and lines 


of authority, Miss Johnston advised. 
Read pertinent publications and de- 
velop a conversant knowledge of world 
affairs and current events. Know se- 
curity regulations. “You may be lucky 
enough to be invited yourself, as I have 
been, to teas and state receptions at 
the White House,” she said, “and you 
must know the etiquette of those af- 
fairs—the proper attire, the proper con- 
duct.” 


These are the extras that government 
secretaries often must master, to say 
nothing of superior performance in the 
mechanics of the job. Miss Johnston did 
not elaborate on those traits which a 
top-level secretary possesses; proficiency 
in the basic skills, the ability to get 
along with people, receive visitors gra- 
ciously, answer telephone calls, and take 
complete charge of her executive's mail. 
“It goes without saying that you are 
the acme of efficiency in those areas,” 
she reminded her listeners. 


Miss Barlow was ready with answers 
to questions the new girl invariably asks 
about salaries, fringe benefits, sick leave, 
vacations, and retirement. 


To qualify for a Civil Service ap- 
pointment, she said, the applicant must 
have passed her 18th birthday, be an 
American citizen, be physically able to 
do the work, and pass an examination 
which tests her general aptitude for 
office work, her typing speed, and her 
ability to take dictation. 

Government salaries are equal to or 
higher than pay for similar work in 
private industry, although the higher a 
secretary goes up the pay scale, the 
lower the salaries become, compared 
with those in private industry for sim- 
ilar work. Most government agencies 
offer attractive training opportunities 
for secretaries, one of which is the Civil 
Service Management Intern Program. 

Miss Barlow knew all about it be- 
cause she was one of the 70 people se- 
lected from agencies throughout the 
United States to attend the three-week 
orientation phase of the 1957 training 
course. 

The federal government has an in- 
centive awards program through which, 
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during its first seven months of opera- 
tion, it adopted a beneficial suggestion 
from its employees every two minutes 
and paid more than $1,500,000 in 
awards. Retirement annuities are based 
on length of service and the highest 
average basic salary earned during any 
five consecutive years of service. Annual 
leave varies with length of service— 
13 days a year for the first three years; 
20 days for four to 15 years; and 26 
days for over 15 years of service. All 
employees are allowed 13 days of sick 
leave a year. Federal employees who 
elect to accept it are covered by group 
life insurance which is paid for at a 
low rate by contributions from the gov- 
ernment and small deductions from the 
employees’ paychecks. 

Miss Barlow serves on a special Civil 
Service committee appointed by NSA 
which is endeavoring to gain recogni- 
tion for the secretarial profession and 
the CPS examination. The committee 
has sought opportunities to meet with 
personnel officers of various agencies 
to inform them of NSA objectives, Miss 
Barlow reported, and those representa- 
tives have not only expressed their in- 
terest but have made concrete sugges- 
tions which will help the committee 
in its work. 

Col. Hart spoke about the qualifica- 
tions of a secretary from the viewpoint 
of the boss. “It is the little things that 
count,” he said, “substituting a word 
where I have used a poor one; seeing 
that files are at hand when I need 


them; making my visitors feel at- home. 
My secretary makes a good cup of cof- 
fee, although that is not one of the 
qualifications I require of her; but 
when I have important visitors with 
whom I wish to talk business, there is 
nothing nicer than having her come in 
and say, not, ‘do you want a cup of 
coffee,’ but, ‘how do you like your 
coffee?’ That kind of thing creates 
good will; it helps me get the job done.” 


The secretaries came up with other 
questions. What is the salary outlook 
for government? Why doesn’t the gov- 
ernment recognize that if it wants to 
keep good secretaries it must increase 
the pay scale? The consultants suggested 
the possibility of their having their job 
descriptions reclassified to recognize 
the administrative assistant type of work 
that many of them are already doing. 
Field offices, however, are often lim- 
ited by grade authorizations and the sal- 
ary problem is a little harder to solve 
there, the experts agreed. 


The secretaries did some soul search- 
ing on the question of loyalty to the 
boss. Where does loyalty to the boss 
and loyalty to the overall organization 
begin, they asked. Answer: Be loyal to 
your boss! Be loyal or leave! Cases in 
which bosses violate regulations fall 
into a different category, was the opin- 
ion of the consultants, and can be han- 
dled through inspection procedures 
which most agencies follow. In the 
military service the Inspector General 





serves as the eyes and ears of the com- 
mander and his door always is open to 
people with grievances to report, Col. 
Hart explained. 

To sum it up, girls in government 
are enthusiastic about their jobs. “Gov- 
ernment is big business and provides 
big opportunities and the door is open 
to the. secretary who has an under- 
standing of the requirements of her 
profession,” they say; “To be a part of 
this work, to contribute toward the ac- 
complishing of the mission of a federal 
agency is stimulating and challenging, 
for there is no greater satisfaction than 
that which one gains from serving his 
fellow man.” 











Color Dynamics 


Participant: Mr. George W. Reinoehl, 
executive vice president, Executive Furni- 
ture Guild, Grand Rapids, Michigan. 


This workshop was presented twice 
to capacity audiences. Mr. Reinoehl said 
that the Executive Furniture Guild of 
America is a “nonprofit association of 
designers, draftsmen, distributors, and 





¢ FOR TOP EFFICIENCY ... 


The Secretary's Book 


S. J. WANOUS and L. W. ERICKSON. Widely used guide for 
busy secretaries helps get things done right, better, faster! 
Outlines typing timesavers; hints on keeping files, better 
shorthand, transcribing, writing attractive letters, correct 
grammar. Covers writing cables, stencils, reports; preparing 
legal papers; handling callers; effective phone technique; 
etc. Rev. Ed., Rev. Print.; 142 ills., 597 pp. $4.25 


How le File and Index 


BERTHA M. WEEKS. Tested method for faster finding, quicker 
filing, better space economy. Information on reorganizing for 
greater efficiency; microfilming; legal requirements for re- 
taining papers; hiring, training personnel; adapting im- 
proved techniques to the needs of the individual firm. Rev. 
Ed., Rev. Print.; 111 ills., 306 pp. $4.50 


@ At bookstores or direct from: 


THE RONALD PRESS COMPANY, 15 E. 26th St., New York 10 
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away dirt and goo In sec- 
onds! Non-inflammable, 
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evaporating, hence eco- 
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smart new orange-and- 
blue carton on your 
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manufacturers of coordinated elements 
for business interiors, dedicated to tying 
together art and technology by making 
working spaces for business and pro- 
fessional people more efficient, more 
rewarding, more beautiful . . . more 
fun.” 

He declared that color is a major 
factor, if not THE major factor in sur- 
roundings. Colorful is powerful and 
highly personal. 

The program ended with the Guild’s 
latest sound slide film in full color, 
“The Cure of E.L.J.”—emotionally in- 
duced illness. For further detail on 
E..I., Mr. Reinoehl suggested the read- 
ing of Dr. John A. Schindler's book, 
HOW TO LIVE 365 DAYS A YEAR. 





It’s the Law 


Participants: Mr. Bourne Bean, St. Louis; 
Russell S. Bauder, University of Missouri; 
Mrs. Jane McMorrine, Westminster, Colo.; 
Mrs. Erma R. Knef, Newark, N. J. 

In his opening remarks, Bourne Bean 
asked, “What is the make-up of a good 
legal secretary?” 

He continued, “The first thing that 
came to my mind was the personal at- 
tributes—those little thir.gs a secretary 
does for her employer, like finding that 
lost file in his briefcase or placating 
a client when he has taken an extra 
day off.” He added that she must have 
a rather conservative nature and be tol- 
erant. 

Also, the repetitious nature of the 
work and the tedious detail involved 
requires a great deal of patience. She 
must be extremely accurate because the 
work often is a matter of public record 
and subject to close scrutiny. She must 
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be absolutely trustworthy—as she works 
with personal problems told in confi- 
dence. It helps if she has a genuine 
interest in people, since a lawyer’s work 
is concerned with the solution of those 
problems. 

A legal secretary needs no special 
training or education, Mr. Bean said, 
but proficiency in dictation and typing 
is essential. Familiarity with legal ter- 
minology and instruments can usually 
be acquired within a few weeks. 

Mr. Bean advised that a legal secre- 
tary can increase her value by anticipat- 
ing her employer's needs in a given 
situation and prepare and assemble ma- 
terials in order to save his time. The 
opportunity of a legal secretary to im- 
prove her position is commensurate 
with the scope of her employer's prac- 
tice. In closing, Mr. Bean urged that 
increasing productivity and value would 
result in greater job satisfaction. 

Mrs. McMorrine advised that a secre- 
tary in a law partnership should have a 
wide experience and understanding of 
business. An attorney often is an officer 
in a company and his secretary becomes 
involved in its operation. In addition 
to speed and accuracy in typing, the 
appearance of a secretary's work is im- 
portant since that is the only advertis- 
ing a lawyer has. 

A good memory is especially neces- 
sary because of the voluminous files 
and the necessity of finding things 
quickly. Telephone technique is vital, 
because a client must be assured that 
his problem is very important to the 
firm. 

A legal secretary must have a good 
bookkeeping system and be able to 
operate the office efficiently. In a part- 
nership there is the responsibility of 
coordinating the efforts of the partners 
and following up on pending cases. 
Mrs. McMorrine suggested that in order 
to maintain a high degree of efficiency 
and harmony in the office, the responsi- 
bilities and authority of both employer 
and secretary should be defined and mu- 
tual respect established. 

Mrs. Knef explained that a secretary 
in a corporation law department needs 
to be familiar with documents, rules, 


procedures and laws, and should be 
able to think and act in an analytical 
fashion. She is not expected to be a 
lawyer, but often is called upon to look 
up cases in the law library. 

A law office cannot make a mistake, 
so the secretary always must verify ref- 
erences and sources for accuracy. Mrs. 
Knef said she finds it essential to un- 
derstand many laws and therefore she 
studies the law reporting services, law 
journals, and recent rulings on cases 
which might affect her corporation's 
activities. After screening, only perti- 
nent materials are called to the attention 
of her employer, thereby saving him 
hours of valuable time. 

Since the corporation law department 
attempts to give informed service with- 
out intruding on the scope of authority 
of others, a secretary must gain confi- 
dence and understanding and be able 
to exercise a great degree of human 
engineering. 

Further, her work is more effective 
and meaningful if she is familar with 
all phases of her corporation and keeps 
informed of its operations. Mrs. Knef 
advised that secretaries who aspire to 
be their employer's law associate should 
keep trying to improve themselves, seek 
and assume responsibility, and practice 
good human relations. 

During the question and answer pe- 
riod, a question arose regarding classi- 
fying and summarizing the volume of 
materials received in a law office. It 
was suggested that a secretary might 
save her employer’s time by underlining 
the subject heading or topic sentence 
of pertinent material or matters need- 
ing his attention. 

Another question involved salary 
structure and incentive pay. Basic sal- 
aries in the law profession appear to 
be lower than competitive salaries; 
however, a legal secretary has an op- 
portunity to add to her income through 
bonuses, percentage of fees, depositions, 
payments on legal papers, and notary 
fees. A shortage of legal secretaries 
seems to have resulted in employing 
older, more experienced women—espe- 
cially valuable because of their con- 
servatism and stability. 
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In smartly appointed executive towers 
from the Golden Gate to the Empire 
State, secretaries are now discovering the 
new sparkle, the new importance that 
Modern Classic Carbon Paper gives 

all copies. 

From the sleek, smudge-proof coat to 
the cushiony, shock-absorbent back, 
new Modern Classic is formulated and 
styled to bring out the best in all 
electric and manual typewriters. 

Wait ‘til you see the handsome copies 
you'll turn out consistently . . . copies 
that will please the most fastidious client 
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make a good impression—ulterior or 
otherwise—get an assist from Classic 
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District and Regional Conferences 


Northwestern District 
Region I 
Time: November 1, 2, 3 
Place: Washington Hotel, Seattle, 
Washington 
Region II 
Time: September 27, 28, 29 
Place: Cosmopolitan Hotel, Denver, 
Colorado 
Region III 
Time: October 18, 19, 20 
Place: Kirkwood Hotel, Des Moines, 
Iowa 


Southwestern District 
California-Arizona 


Time: October 12, 13 
Place: Statler Hotel, Los Angeles, 
California 
Ark-Kan-Mo-Okla 
Time: November 2, 3 
Place: Town House, Kansas City, 
Kansas 
Texas-Louisiana-New Mexico 
Time: November 9, 10 
Place: Gunter Hotel, San Antonio, 
Texas 


Southeastern District 
Time: October 18, 19, 20 
Place: Hotel Heidelburg, Jackson, 
Mississippi 
Northeastern District 
Time: October 4, 5, 6 
Place: Claridge Hotel, Atlantic City, 
New Jersey 


Great Lakes District 
Time: October 18, 19, 20 
Place: St. Nicholas Hotel, Spring- 
field, Illinois 





New Editor 






A versatile young lady with varied 
interests, Mrs. Shirley Englund of the 
Westport Chapter (Kansas City, Mo.) 
is the new editor for THE SECRE- 
TARY. 

She brings to the job experience in 
producing catalogues and assisting with 
a quarterly magazine having a circula- 
tion of 80,000. 

Shirley is secretary to Mr. B. C. 
Snidow, director of office procedures 
for the American Hereford Association, 

Her workday may vary from wearing 
high rubber boots amid livestock and 
bales of hay while clerking the annual 
roundup sale of the association, to enter- 
taining a foreign visitor who is seeking 
information about hereford breeding. 

While attending Kansas City Junior 
College and the University of Kansas 
City, she worked as a professional photo 
and fashion model. She turned to secre- 
tarial work eight years ago because she 
found it more interesting. 

Marriage to Curt G. Englund, a 
native of Sweden, has made her a world 
traveler. Her husband owns his own 
importing business, and the two of them 
have invented and obtained a patent 
on a combination lipstick and lipstick 
brush case which they are attempting to 
sell to a cosmetic firm. 

Now that she is 25, her next big 
project (aside from THE SECRETARY, 
of course) is passing the CPS examina- 
tion. 
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To pull all John Smith & Co. papers, the 
file clerk must find the John Smith & Co. 
folders in five separate file drawers. 


Before filing, five basic sorts are needed. 


Oxford PENDAFLEX® Oxford Pendaflex Integrated Name 
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filing. Finding becomes five times faster. 
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files. 
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